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Logging of Llassified Intelligense Information Heports

o zzawum

1., Executive Crder Wo. 10501 requires that “proper control of
dissemination of ¢lassified defense informstion shall be
maintained at all times, ineluding good accountability
records o « o with particularly severe control on materisl
c¢lassified TOP SECRET."

25X1 2. CIA degulation[ _ |provides for maintalning the sccountability
records for classified documeuts by imposing & system of logs,
receipts, destruction and dispossl certificates and distribution
records. Applicable previsians are as followss

4. Section H, the lLestruction of Clasgified Uocuments, They will
be recorded in whe appmp?ﬁh Tog and Th addition destruction
certificates will be executed for TOP SECHET docunments and
disposal certificates for REGISTERED LOCUMENTS,

be Segtion K, m&_{cnum Clasaified Loouments. Faragraph )
states that maintaln records of the distribution

made through regular channels.
‘—__/_\
c. Section M, Transmission of Classified Locuments Outaids ClA.

Document recelpts, or a slgnature in a log Tn 1Yeuv thereol
“Fequireg Tot T0F SECRET and GRGCIET dogumentso l

fo Seection N, Traxmmiaaion of Classified Locuments within ClA.
deceipts required oniy Tor TOF GEGTo

go Seection 0 Maintenance of Loge. AL SECRET and CONFIDENTIAL
naterial will Be Iogged in ab %he initigl point of receipt in
an Office, and will be logged oul at the final point of dis-
pateh when bound for distribution outside the Office or
{dvision levely or when dispatched to a field ofTice between
sob-divisions of an office located in different buildings.
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Iie FProcedures for Logging Information Hepocts (axclud.i_ﬁg TOP SECHET)

A. Office of Central Hefsrence

‘ 1. ;Receigt

Ko

o

Co

CIA information reports classified through UECRET and
Non<CIA reports of SICRET classification are received
in OCR with a transmittsl receipt listing the numbers
of each document included., Thess transmittal receipte
are filed in chronological order.

Hon=CIA information reports claseified CONFIDENIIAL and
below are not sscompanied by such a transmittal sheet
snd no log record is made until the documents are grouped
into batches for precessing.

A card ia prepared for each information report recelived.
The card reflects the batch number and document number
in addition to other desoriptive information. This
card filed by the CI4 lLibrary in the "source card file"
is a permanent record of the documents received.

2o Ddstribution

When the reports are read for dissemination, the distri-
bution and routing is indicated on a "D" card for "batched®
reports and on the processing copy of non-batched reports
(Nodex)s The "D" cards are filed in the Document Division
in batch number order ard the procsssing copies of "Nodex™
reports are filed in the CIA Library. The ®D" card file
and the "lodex" copy file constituts the distribution
record or outgoing log.

Bo 0Offlce of Researsh and Heports

1le Receig&

when each information report is received, it is logpged in
on & pre-numbered sheet = separate sheets of 1,000 numbers
each being used for cash sourse. These shsets are filed by
source in mumber order.

2, Tdstribution

The routing and distribution of esch cepy of each report
within ORR are entered on the sbove sheets opposite the
appropriate report number, When a report is routed out-
gide the officn a separate entry is made to eo indicate.
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Office of Seientific Intelligence

1. Receigt

%o Information reports when received are sorted for the
Divisions and the report numbers are listed on a 3x5
(form #238) card. Cands are filed in chronolegical
order and constitute the incoming log and record of
internal distribution.

2, Distribution

Copies of information reports sent outside OS5I are
1isted by report number on 3x5 cards (form #2L0)o
Cards are filed in chronological order for the out=
going log.

Office of Current Intelligence

1. Recedl

Ho incoming record is maintained on information reports
routed by OCR directly to the Divislons or Branches.

2. Llistribution

A 5x8 card is prepared only for those informatiomn rsports
which are not already routed by OCR.

Office of National kstimates

1. meie&

Information reports are recorded on 3x5 cards showing docu-
ment mumber, source and internal distribution. Cards are
filed by source. When copiea are destroyed entries are
made on the cards to so indicate. ;

2, Distritution

Record of outside distribution is recordsd on the sane
3x5 card which is then separately filed to constitute
the outgoing log.

0IS/mn/P

1o Recoigg

Ho record is nmaintained of copies of information reports
received from OCH. This includes all information reports
except those which originate in the ID/P ares.
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2. Distribution

No record is made of the distribution of copies of the
above information reports. The distribution within DD/P
area of CS reports is recorded on the LD/F distribution
ladder which anpears on all such copies.
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